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Application dumber 
,' APPLICATION FOR 
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' AMENDMENT TO ,RECORDS RETENTION SCHEDULE ,! I __ ~ 

Record SeriesTitle: 75-149 wo k Incentive ,Client 
Case Files f 

Item number to be amended: Item 16 on old form 
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:FOR STATE RECORDS MArJAGEMENT DIVISION USE 
Date Received ADDlication No. Date Comdeted 
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Person to Contact: . 

Telephone No. 656-3040 
Item 10b on new form (3/80) 

Reads as follows: %of' on confidentiality of records 

Amended to read: "yes" on confidentiality of records 

, 
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Date-- 
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Date/& 2 7 ~ e d  ~- 
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8 .  E a r l i e s t  & La tes t  9 .  Exact Ser ies T i t l e  Dates o f  Ser ies 

'*What i s  t he  func t i on  o f  the o f f i c e  i n  which t h i s  reco rd  ser ies  is created? 
The Manpower Program Development D i v i s i o n  i s  responsib le  f o r  compil ing and d isseminat ing state 
and area manpower and labor  market in format ion and conducting re la ted  research. The D i v i s i o n  
develops new and experimental manpower programs and negot ia tes a l l  cont racts  for manpower 
services. 
The Centra l  Records Section i s  responsible f o r  supervising, regu la t i ng  and m n i t e r i n g  

*the enrol lments, placement i n  components and te rmina t ion  o f  c l i e n t s  i n  the Work Incent ive  
Program. 
Of f ice,  S ta te  o f  Georgia, DHEW, Georgia Labor Department, F isca l  Section, California*,>,, 

f ; 

The Section a l s o  makes repor ts  on a l l  aspects o f  the program t o  the  Regional $1, 
Department o f  Human Resources Development. .+2 -n . 

P 

11. This f i l e  conta ins t h e  fo l low ing  documents ( inc lude form numbers and t i t l e s ,  i f  any, 
a f i l e  arrangement). ? 

2%. c 
DocuTents. r e l a t i n g  t o :  
i na i v idua ls  p a r t i c i p a t i n g  i n  var ious components of the Pork I n c e n t i v e  Program. 

Main ta in ing  enro l  lment, te rmina t ion  and fol low-up records on 

., 
Included are: In format ion i d e n t i f y i n g  the c l i e n t  and p ro jec t ;  in format ion gathered i n  the-'i" 
fol low-up of  c l i h t s  t o  v e r i f y  t h e i r  a c t i v i t y  i n  the pro jecr ;  and bene f i t s  received from 
the program and in fo rmat ion  gathered when the c l i e n t  i s  terminated. Forms included are- 

MA F 9 7 ,  WIN Status Change Notice; F- I ,  WIN Fol low Through Record; C-2, Team Trar?smittal 
Sheet; MA 6-72, E l i g i b i l i t y  Declarat ion; OMB No. 44-RO1490, WIN Monthly Program A c t i v i t y  
Summary - Section A; S5-97, WIN P a r t i c i p a n t  H is to ry .  

The F i l e s  a re  arranged: 

MA 5-98, MA 5-99*WlN Monthly Program Summary Reports; RS 5-98, W I N  Regis t rant  
=@' 

*work Incentive 
Geographical ly by area; thereunder numer ica l ly  by p r o j e c t  number; 



13. Is t h i s  t h e  Record Copy,of t h e  s e r i e s ?  

1 4 .  Is t h e r e  a du l i c a t i o n  of t h i s  s e r i e s  i n  another o f f i c e  o r  agency? 

15. Is t he  information contained i n  t h i s  s e r i e s  ever  swunarized o r  published? 

16. Does t h e  series contain c l a s s i f i e d  information ' requi r ing  secu r i ty  handling? 

17.  Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate  agency p o l i c i e s  and procedures? 

18. Could the  funct ion be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is t h e  s e r i e s  ( o r  major por t ion  of  it) regular ly  microfilmed? If yes ,  why? 

District O f  A c e s  have copies i 

Attach copy of summary o r  publ ica t ion .  

20. Does t h e  record s e r i e s  $rovide data as input  t o  an EDP f i l e ?  

21. Does t h e  record s e r i e s  contain documentation produced as EDP pr in tout?  

22. Has the  Federal  Government issued i n s t r u s t i o n s  governing t h e  retent ion/dispo-  
s i t i o n  of these  files?(Employment S e c u r i t y  Manual, Pa r t  I I ,  Section 7000 

23. W i l l  t h e r e  be a need f o r  t hese  records 10, 15  years  from now? If yes ,  what? 
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24.%EQUIRECIENTS. The following requi res  t h e  f i l e s  t o  be kept 3 yea r s  : 

8- nSTATE b. [ ]STATUTE OF c .  [ ]AUDIT d .  [ ]FEDERAL e .  UADMINISTRATIVE f .  [ ]HISTORICAL 
IAW ._ LIMITATION PERIOD L A W  DECT S I ON VAI,UF: 

.I. . F e d e r a l  * Employment Secur i ty  Manual, P a r t  11, Sect ion  7000 r equ i r e s  these  records 
( C i t e  Law, S t a t u t e ,  or o ther  reason f o r  fhe r p t L t i t i > v ,  r>qiiirt?nentl 

- t o  be kept  3 yea r s  following f i n a l  a c t i o n  (12-month follow-up) on t h e  P ro jec t .  

25. AGENCY RECOMMEF(DATIONS. This agency recommends t h a t  t he  f i l e  s e r i e s  be cu t  off at  the end 
of each -[]CALENDAR YEAR -[]FISCAL YEAR -[NOTHER See Bel- ,then : 

- 6  
' b u  : I  

'*;pon completion of 12-month follow-up on a l l  t r a i n e e s  , t r a n s f e r  t o  i n a c t i v e  f i l e ;  Wf ' cut  -off i n a c t i v e  f i l e  a t  end of each f i s c a l  year ;  then $ 
(1) Centra l  Record (Central  Off ice)  F i l e :  Transfer  t o  S t a t e  Records Center; 

9 hold 3 years; .&en de t roy .  
k , %  

Off ice  F i l e :  Transfer  t o  l o c a l  holding area; hold 2 years;  then 
pi #-- 


